
 

  

Human Resources Clerk 

Yellowstone County 
Equal Opportunity Employer 

 

 

Yellowstone County encourages applications from diverse candidates  

and candidates who support diversity. 
 

 
 

 Date: October 3, 2022        Department:  Human Resource Office                                 
 

 Salary: $15.27-$17.96/hour *DOQ          Grade:  C      FLSA: Non-exempt 
        

 Hours:  Monday-Friday; 8:00am-5:00pm 
 

For Fast-Track processing, send resume through Indeed or 

apply online at www.yellowstonecountymt.gov 
 

FIRST REVIEW OF APPLICATIONS OCTOBER 14, 2022 
 

FUNCTION: 

Performs a variety of administrative support activities for the Yellowstone County Human Resource Office such as 

maintaining employee record systems; greets visitors and callers; responds to requests for information and provides 

assistance; assists with benefits administration; maintains department files; assists the Human Resource staff; 

performs orientations; recruitment and selection process and procedures; does related special projects as required. 

  

REQUIRED: 
-     Graduation from high school or GED; and 

-     One (1) year’s experience in administrative secretarial support, human resources or payroll including 

      the use of computers and related software; or 

-     Any equivalent combination of education or experience. 

 

DESIRED: 

-     Knowledge of social media platforms; 

-     Experience working with spreadsheets and data entry, especially with Excel; 

-     Experience in the maintenance of confidential employment records preferably in the public sector; 

-     Knowledge of benefits administration; 

-     Very strong people skills. 

 
Job description available upon request. 

TO APPLY: 

Submit for first review October 14, 2022: 

1. County Application 

2. Resume 

3. Names, addresses and phone numbers of three (3) employment-related references 
 

To:  Human Resources, Room 106, Yellowstone County Courthouse or to Montana Job Service, 2121 Rosebud 

Drive, Billings, MT 59102.  Late, incomplete, or unsigned materials will not be considered.   

Download application at www.yellowstonecountymt.gov 

Applicants who require special accommodation due to disability should contact the Human Resources Office at 

256-2705.  

NOTE: If this position becomes available within 90 days the same applicant pool may be considered.   

http://www.yellowstonecountymt.gov/
http://www.yellowstonecountymt.gov/

